Functional Resume

Andrew A, Ambitioys
22 Fast Track Roaq
Hometown, NH 03002

PROFILE
Recent vp

(603) 555-2100
aaambitious@service.com

Marketeq Company Services to Prospective clients resulting jn Opening new
accounts ang sales of Products ang Services refateq to customer Needs,
Assured Customer Satisfaction through maintaining highest Standards of

Products ang Services, Recognizeq by Management for excellent resyjts,
Management

lnterviewed, hired, scheduled, Supervised, and evaluateq staff of Up to fourteen
people, Strengthened employ,

€8 morale resulting jn 75% reduction jn turnover,
Controlleq labor costs; Maintaineq j

Nventory based on peak ang non-peak
hours, Managed Cash flow and deposits on daily pagjg,
Administration

tives at trage shows Providing
Potential clients With information On products and serviceg
Negotiateq rates ang terms for Services, arranged approvals, anq Invoiced
clients, Calculateq and Processeq client

PROFESSIONAL EXPERIENCE
Customer Service Representative, Firs;

Promoteq from Part-time Tell
Financia) Services Representative, Gel

Temporary Position dyrj
Assistant Mana

t Nationa| Bank, Bigcity Ny
er in three months
neral Finance Co, Mytown NH

Ng college Summer brea
ger, Happy Guys Pizza Restayl

1998-present

Summer 1998

rants, Mytown NH 1996-1908
Part-time and summer employment
EDUCATION
BA—Universrty of State, Bigcity Ny 2000
BA~Mytown College, Mytown NH, 1998, Business Degreg, Dean’s List

TAYLOR MADE

333 Computer Road
Smalltow . NH 03004
603~555-3215

tayior_made@myprovider,net

KEYWORD SUMMARY

BS Computer Science, 2000, C++, Visyal Basic, Assembly, FORTRAN, HTML,
CAD, Oracle, Mg Office, 1Bp 6307670, Windows NT, UNIX, Programmer
EDUCATION

Bachelor of Sc

ience, Computer Science, 2000
Cybertech Coll NH

Related Courses: Database p,

esign, Compiler Design, s
Operating Systems, Data Str,

ystems Architecture,
Uctures, Systems Analysis

COMPUTER SKILLS
Languages: C/C++, Visual Basic, Assembiy, FORTRAN, HTML
Software: CAD, Oracle, Mg Office

Systems: 1BM 630/670, Windows NT, UNIx
EXPERIENCE

Support Desk, Big Technical College, 1998-2000
* Maintained Computer Systems in Computer |ap

* Installeq applicationg and Performeq traubieshooting
€2 Instructeq Students op applicationg and systems

Programmer (intern), General Technica| C
* Wrote instructionai Programs

* Correcteq errors jn pre-
* Altered exis

OMpany, 1998-1999
Written Programs using C++
ting Programs to it user neeqds

Data Entry Clerk, ABC s;

ales, Summer 1997
* Updateq inventory and

sales datg
COMMUNICATiONS SKILLS
Received A grades jn technical Writing classes

WILLING TO RELocaTE
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phy of busmess'\,er letter Separate|y’hevesnentence or two designe

i hco r with a
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99 A Street

Mytown, NH 03000
May 10, 2001

Mr. Nevile Hiresaiot, Pers;
Bigbucks Nationa| Bank
1234 Money Street
Mytown, NH 03000

onnel Director

Dear mr. Hiresajot:

I'am interesteq
at your Main St

hank you for yoyr Consideration,

Sincerely,
Anitg Newjop

Anita Newjop

Cover Letter




